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1st  Service Request Instructions 

 
• First time users will need to provide contact 

information and a valid e-mail account before 

entering a request. 

• Return users will only have to enter e-mail 

address.  

• https://covaimapp.assetworks.com/cr/validate-

login.jsf 
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Enter Email 

Address 



First  time users will be 
sent an e-mail that they 
will have to reply to as  

validation/confirmation of 
the e-mail address they 

just provided  

Return Customers only 
have to enter e-mail 

address 



Click New Request 



Click Next 



Click on search button,  
find building then click 
site number 



Find building then click 
site number 



Location is a free text box  
Example:  West Reading Room 





Click search button , 
pick issue closest to 
problem (4 pages) 



Click on issue closest to 
problem (4 pages) 



Description is a free text area for 
additional information 



The final step is to the click Submit button. An e-mail will follow 
alerting you to the status of your request.  





Request awaiting 
approval by BFM 



Approved Request with Work Order 
Number 



Completed Work Order e-mail 



You may also choose 
Email my Request to 
view a list of current 

request entered by you  


